Vacancy Annhouncement
2005 - 02CD

United States Bankruptcy Court

Western Didrict of Texas

San Antonio, Texas

Chief Deputy |1

« =2 JSP15/16 - Range: $100,129 - $146,800
¥ Resumesmust be received by August 31, 2005

Y et
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The Clerk’s Office of the United States Bankruptcy Court for the Western Didtrict of Texasis seeking a
god-oriented individua for the pogtion of Chief Deputy Clerk.

Overview. The court serves the citizens of the Western Didtrict of Texas with staffed officesin San
Antonio, Augtin, El Paso, Midland and Waco. The Clerk’s Office has 60 employees who support four
judges and their gtaff. The court handles average annua case filings of more than 20,000 and has been
on the case management dectronic case filing system (CM/ECF) since March 2001.

Summary: The Chief Deputy is a senior-level management position reporting directly to the Clerk of
Court, and in the absence of the Clerk, assumes the functions and responsibilities of the Clerk. The Chief
Deputy shares the respongbility for the supervison and management of daily operations, including case
processing, financia operations, budget, statistica reporting, human

resources, records maintenance, security, property management, procurement, and information
technology. Working closely within the management team and al gaff, the Chief Deputy assgtsin the
development, implementation, and refining of office policies, procedures, and programs to enhance the
productivity of the entire organization. The Chief Deputy aso supports the Clerk and management team
in andyzing and revisng organizationd structure, establishing long-range

schedules, priorities and deadlines for completion of work assignments and specid projects.

Responsibilitiesinclude:

Consults with and makes recommendations to the Clerk of Court and work groups regarding court
policies, procedures, and staffing decisions, aswell as operational issues affecting the court.  Assigns,
coordinates, and establishes performance expectations, training, and evaluation process, functionsas a
coach to avariety of work groups. Asssts with the development and maintenance of automated systems
and new technologies to support the business of the court. Monitors procedures for assuring adherence
to interna controls. Advises attorneys on procedurd matters related to filings. Assures compliance
with appropriate policies and procedures. Performs other duties as needed.



Minimum Qualifications.

Minimum of six (6) years of experience in arespongble adminigrative, professona or technica pogtion
in which they have gained thorough knowledge of the concepts, principles and theories of organizationa
management and human resources. At least three (3) years of the Six years experience must have been
in apodtion of subgtantia management responsibility. Bachelor’s degreein public or busness
adminigration is required. Preference will be given to gpplicants possessing a graduate degree in
judicid, public, or business and federd or ate judicia adminidrative experience.

Desirable Qualifications:

Exceptiond leadership skills and proven problem solver; provides innovative solutions to workplace
problems and employee relationsissues.  In-depth working knowledge of processes of the court
system. Experience in gpplying automation and technology to improve business practices. Excedllent
project management skills. Working knowledge of CM/ECF and FASAT. Excdlent written and verba
skills. Expertisein dedling with others in person-to-person work relationships. Possess a professiond
demeanor and gppearance, mature judgment and positive outlook. The successful candidate must be
able to balance the demands of varying workload and should be a highly organized leader.

Benefits:

Employees are digible for up to 13 days paid vacation per year for the first 3 years of employment; up
to 20 days per year until the 15" year of service, thereafter 26 days per year. Sick leaveisearned a 4
hours per pay period. Participation in the Federa Retirement System and a tax-deferred Thrift Savings
Plan (smilar to the 401K plan). Optiond participation includes hedth and life insurance programs, long-
term disability insurance, long-term care insurance and flexible spending accounts. Creditable time-in-
service with other federal agencies will be added to the service computation date for computing
employee benefits. This pogtion is subject to mandatory dectronic fund transfer for payment of net pay.

Background Check:

Thisis an Executive High-Sengtive podtion within the federd judiciary. Employment will be consdered
provisonda pending a successful completion of aten-year full-fild Office of Personnel Management
background investigation. The incumbent will be subject to updated background investigations every
fiveyears. Employees of the judiciary are a-will employees. Judiciary employees are required to
adhere to the Judicid Code of Conduct. Applicants must be citizens of the United States of Americaor
be digible to work in the United States.



To Apply: Qudified persons areinvited to submit a cover letter and a narrative explaining their
management philosophy and a detalled example of a Sgnificant achievement in thelr career. A resume
detailing the years of experience, including dates of employment, sdary higtory, functions managed, the
number and composition of personnel supervised and the reason for leaving each pogtion. Three written
letters of recommendation should aso accompany the resume.

Resumes will only be accepted through the mall and must be received no later than August 31, 2005.
Please mall to:

Patty Cortez - De La Garza
Human Resources Manager
United States Bankruptcy Court
Western Didtrict of Texas

615 E. Houston, Suite 546

San Antonio, TX 78205

Only those sdlected for interviews will be contacted. Participation in the interview process will be at the
gpplicant’s own expense. Federa Civil Service classfications or regulations do not gpply.



